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5. R m i d s  Sder Title ( f o l l o d  by  title used in off;@: if diffefmtl 

School Food Service Approved Purchases Record Files 

..- ~ 

. .  ~~ ~. . 
~ -~ ~ 

SECRETARY OF STATE APPLICATION FOR RECORGS !?ETENTiON 
AND H,bTOR, 

' RECORDS MANAGEMENT DIVISION 
~~~ ~ ~ ____-____.__ ~ . ~~. ~~ 

~~~~ ~ 

- .  

INSTRUCTIONS: See Pub!iation No. 76-RM-1 for instructions on' complazing this form. Forward signed original to 
Deanment of Archivr; and History, Records Managernem Oivirim, 330 Capitol Avenue, Atlanta, Georgia, 30334, 

. ~~ .~ 
Atlention: Scheduling S6cr;on. -~~ ~ .~ .. ~, - . . 

-~ ~~ FOR ~ ~ ~ . .  AGENCY . ~ . USE .. 
9o11ation hn Department of Education 
March 15, 1977 School Food Service 

,~ .~ 1. A55ncy Addmr 

211 Education Annex 
'Atlanta, Ga. 30334 I - - - ~. 

&lorion Nu- 

L c -  - -  ~ 

L Pwron to Contact 
Charlotte Tuck 

~ . .  . ~- ~ . ._ - . ~~ 

Working Title Telcphons Number 
Admin. Assistant 656-2457 

. . . I.;? 

OWWntS relatlY to: 

lndudd are: 

Reimbursing 4 monies to local school systems for equipment, 
supplies, and food on the approved lists of reimbursable 
school food service items. 
DE Form 0110, Report of Purchases-Equipment and Supplies 

0112, School Breakfast Program, Daily Record 
0115, Monthly Inventory Purchased Foods, Staple 
Q116, Monthly Inventory USDA Foods 

By year, thereunder alphabetically by school system, there- File is arranged: 

. .  . .-. - ~~ 

. ~ . under alphabetically by school, 
3. Monthly Rofwana Rate How' ~ f r e n  are records referred to' which are: 

One to six munrhs old - 15 ~ ~~. -: Seven to twelve months old - 5 
rwbntv-five months and older - ?  - 

: Thirteen to twentytour months old - 0 

- ~~~~- - .  ~~ - -  ~~ 
**:, . . - ~- -. - 
8 .  Annurl Rate of Aecom adon of Ramrdr 
. Lenir-sindrawcrr . .  ' ~ .; Leplsize drawers 1~. ~ -; Shelves - . .: Other (we i fy )  ___ ~ -. ~~. ._ ._~ 

~~ ~ ~. I. ~ . ..-.. ,~ , - -_._ . I  .~~~ ~ ; i:; 
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I_ 
~~~ ~~ 

~ ~. ~ F _ ~  . I .~ -f.. Is thr inforrnationmnt&ined inthis series aver wbkhed? If yes. at tach  mav. . . ~ ~~ 

0. Is tho Information cDntained in this vrrier ever analVnd and/or recorded in a summarized repan? 
. T f  ves. artach coo~.- ~ ~ ~ . .  ~ ~ ~ ~~ ~. ~ ~~ 

h. Is thwa o duplicatibn of th is  series in your office, or in anothar offlcs or agency? 
. - ~~ . -  _ . _ . . _ _ . I . .  ~ ~- ~ ~~~~ 

~ ~~~~~ - -  . .. . - . ~~. If v93. &era? Locai-sys.tems maintain 2 copies. ~~ 

-L Does the rsccird series rawtt in a mmautei mintout? ~ -. . 

.~ -1. Is t h i s ~ t u i e s  /we rnsiac oortim d i r l  reaularlv micrafilmed? ~~ ~ ~~ 

1. Ratmtkm Roquirementr The following requires the wries to ik kept: 

-0- - -o-, -1- b. SO- of lirnitlrim --- - ... . y e z r ~  e. Adminimrtiv need -~ - 
E W a l  law - ~ ~ ~ .years. 

. .years. d. Audit period ~ .,. . -,..-years. 
-years. 

-0- .. . h  htrbw 

-0- f. Fedeta1 retemion inrtuctions - b0 - - -years. 

Am& mpy 01 excwi of law or regulations. Explain administrative need. 

A”retention period of no more than one (1) year i s  needed t o  ver i fy  t h a t  
a l l  purchases w e r e  on t h e  approved list of purchases. The loca l  systems 
maintain the  aud i t  copy. 

r C  , 

- ~. . ~ ~ ~ - - - -  .. . . ~ ~ -. ~ ~ -. .. . .  -..- -~.~-.:.--. . -- 
‘f W v s d  Dlsporition In&ictiono . This agency recommends that the file reriei ba cut off a t  rhe~end of each: 

-. 
0 Cale4ar Year; 8 F i s l  Yeor: 0 Other - . ~~ ~- -then, 

0 Hold in the currant files area ~- ~ - month(sl ~~ 

0 Trandr to locsl holding area; hold - ~ ~~ ,year(s); than 
0 Trandw to State Rermds Center; hold - . . .. -yeer(s\; then 

-_ year(s); then 

’0 h o v .  
0 Trandir to Sutr Archives for permanent rstention. , m OW IWW 

Hold i n  Irke current  f i l e s  area isr one year: then destroy. 1 I f  there 
are any questions concerning t h e  purchases, hold t h e  involved records 
u n t i l  the  questions a r e  c l a r i f i e d .  C I  . 

Thm instructions apply to a l l  prior and future accumulations of tha series. 


